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Standard Operating Procedure 
Meal Orders 


Subject: Meal Orders for Medical Shelter Sites 


1. Introduction 
The purpose of this Standard Operating Procedure (SOP) is to provide guidance to 
Medical Shelter Site Management on ordering meals for guests and staff at Medical 


Shelter sites. The Medical Shelter sites have existing meal vendor contracts 
coordinated via Brilliant Corners. 


2. Contacts 


The Sherman Hotel & The Vagabond Motel 


Angel Haro Hacor In Flight 

Brilliant Corners Chea Choe 

(323) 683-0013 Account Manager, Catering 
aharo@brilliantcorners.org (310) 645-9011 x2643 


Chea.choe@hacorinflight.com 


Emergency Ordering: 

Dispatch: (310) 645-9011 

Email: dispatch@hacorinflight.com 

Cc: acastillo@hacorinflight.com 
pantry@hacorinflight.com 
chea.choe@hacorinflight.com 
jina@hacorinflight.com 


COV|\D-19 Emergency Operations Center 


3. Procedures 


e Determining Meals to Order 

o Each room’s meal orders should be designated upon intake and Site 
Management will ensure the meals are added to the Site Tracker. Under 
“Notes”, include any specific allergies. 

o If your site has a specific Meals Tab, Use this tab to calculate the totals of 
each meal that is required. 

o Review Clinical’s Census notes for any dietary needs or allergies listed that 
may not have been verbally communicated upon intake. 

o Review Case Management's notes for any religious or general meal 
preferences/ needs. 


Vagabond 


Meal Notes 


e Ordering Meals 
o Under the specific site’s Procurement Tracker, go to the Meals Tab and 
input all of the meal needs that were identified from the Site Tracker. 
Include notes. 
o Add acontingency of different meals based off of the total occupancy and 
the specialized diets most requested: If census is at 20 or below, order 5 
extra meals, including at least cardiac or diabetic, and one vegan; if census 


is above 20 occupants, include at least 7 extra meals including a variety of 
specialized diets that may be needed 

o Input totals in Procurement Tracker by 11:00am each day and on Fridays, 
include project meal needs through the following Monday. 

o Once Brilliant Corners has submitted the order, the row will be highlighted 
yellow. Any special notes will be included as comments under TOTAL 
MEALS ORDERED 

o Note: any additional specialized meals under Notes will be added as their 
own additional meal on top of the calculated total meals. 
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4. References 
- Site Tracker 
- Procurement Tracker 
- QI Census 


